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PREFACE
STUDENT GUIDE AND STANDARD OPERATING PROCEDURES
IRT ELEMENT, 3747" MUL TIFUNCTIONAL TRAINING BRIGADE-EUROPE
INDIVIDUAL READINESS TRAINING COURSE

1. PURPOSE:

a To establish an information guide for al students who attend the 3747 Multifunctiond Training
Brigade-Europe' s theater specific Individud Readiness Training course.

2. APPLICABILITY:

a The Student Guide and SOP appliesto al students who attend the 3747 Multifunctiona Training
Brigade-Europe s theater specific Individua Readiness Training course.

b. All students must comply with this Student Guide and SOP.

c. TheIRT Element staff and cadre are available to provide additiona guidance, assstance, and to
answer any student questions.



CHAPTER 1

GENERAL POLICIES

1-1 PURPOSE: The IRT Element supports and enforces Army Regulations that govern the conduct
and appearance of students, the rights of students, and the conduct of programs of ingtruction. This
section outlines the generd policies and explains the required standards of behavior, conduct, and
performance of al students.

1-2 GENERAL : The programs at the IRT Element teach each student using the"Tota Student”
concept. The god of thisIRT Element isto train and educate leaders. Studentswill carry their ID card
adl times

1-3 IN-PROCESSING: IRT students should seethewelcome letter for instructionson
reporting for in-processing.

a All sudents must present the following documentation during inprocessing:

(2) Copy of IRT Pre-Execution Checklist with Commander’ s signature — Can be found at
http://Mww. 7arcom.army.mil/3747tb/irt.html.

(2) ID Card and Identification Tags

(3) Studentswith amedica profile must provide acopy of their vaid/approved (IAW AR 40-
501) Permanent Medicd Profile, DA Form 3349.

(4) Copy of Anti-Terrorism Leve 1 Certificate — Course can be found at
http://at-awareness.org.

(5) Completed Student Information Sheet from the 3747 MFTB-E website,
http://Amww. 7arcom.army.mil/3747tblirt.html .

1-4 REPORT DATE/TIME: Seewelcome letter for report times, locations and dates.

1-5 PROFILES: Studentswith profiles must present a completed DA Form 3349 during in-
processing. Students with a permanert profile will be digible to attend the course provided they can
meet the minimum course requirements. STUDENTSWITH PROFILESTHAT WOULD
PREVENT FULL PARTICIPATIONIN THE COURSE, WILL RETURNTO THEIR
UNIT. (PER AR 40-501).

SEXUAL HARASSMENT: Vidations of Army Regulation 600-20 or DA Pam 600- 26, sexua




harassment will not be tolerated. Any student who makes ddliberate or repeated verba comments,
gestures, or physica contact of a sexud nature, which interferes with an individua's

performance or cregtes an intimidating, hodtile, or offensve environment is engaging in sexud
harassment.

1-7 EQUAL OPPORTUNITY: AR 600-20; Equa opportunity and trestment for al sudents
regardiess of race, color, religion, gender, or national origin is mandatory.

1-8 APPEARANCE: AR 670-1; cadre and students will conform with AR 670-1 standards at all
times. Leaders"Set the Examplée'.

1-9 FRATERNIZATION: AR 350-1, AR 600-20, DA Pam 600-35; The IRT Element will not
tolerate fraternization. Fraternization is any relationship between students of different rank that involves,
or gives the gppearance of, partidity, or preferentia trestment. The improper use of rank for persona
gans, are prgudicia to good order, discipling, or mordein the U.S. Army. Conduct of the highest
gandard istherule for dl saff, SGLs, and students.

1-10 COMPLAINTSAND GRIEVANCES: The Smdl Group Leader will handle most complaints
and will make an gppointment for the student if necessary, through the Chain of Command. The
CSM/Commander will be available to address any issues after 1700 hours.

1-11 ASSISTANCE: ThelRT Element provides students with the best possible training.
Small Group Leaders (SGLs) and staff will assist sudents with academic and persond problems.

1-12 RELIGIOUS SERVICES: A non-denominationd religious service will be hdd on Sundays
after the evening medl.

1-13 VALUABLES: The safekeegping of vauablesis a persona responsibility; do not bring high value
itemsto the IRT Element.

1-14 WEAPONS: The IRT Element prohibits possesson of persond firearms, knives with blades
exceeding 3 inches, or any other weapons. All unit-issue wegpons will be turned in to the Armorer at
in-processing, and sgned out as directed throughout the course. Any student in possession of private
firearms or other wegpons are subject to immediate dismissal from the IRT Element and adverse
adminigrative or UCMJ action.

1-15 DRUGSAND ALCOHOL : AR 600-85; Alcohal or illega drugswill not be used or possessed
by any student at any time. All students are subject to biochemica drug testing. The consumption of
acohal by an IRT student is not authorized.

1-16 SMOKING POLICY: AR 600-43; In designated areas only.




1-17 TELEPHONES: Pay phoneslocated in thevicinity of Bldg. 2061, and are for persona phone
cdls. In case of an emergency or adegth in the family, it is recommended that your relatives notify their
loca Red Cross and have the Red Cross contact the IRT Element (See Appendix B -Emergency
Information for Families).

1-18 QUARTERSAND DINING FACILITIES:

a. TheIRT Element provides quarters at no cost to dl students. These are the only authorized
quarters during the course. Students are not authorized hotel or private quarters a any time.

b. TheIRT dining facility, Bldg. 2144/2145, provides meds at no cost to dl students.

1-19 SICK CALL: Sckcdlisa 0630 hrsdaly in building 2120. For emergencies during non-duty
hours, follow the ingtructions posted in the Staff Duty SOP.

1-20 LAUNDRY: Washers and dryers are available 24 hours aday in Bldg. 2443. Students will have
to pay for these services.

1-21 BARBER SHOP: Students must ensure that their hairstyles are in compliance with AR 670-1.
The barbershop isin Bldg. 2440.

1-22 OFF LIMITS: Thefollowing areas are "OFF LIMITS' to dl IRT students:

a. All post housing aress
b. Permanent Party Student Quarters
c. Fiedd Camps (except AAFES facilities)
d. Ranges and training areas (when not in conjunction with scheduled training)
e. The Commander, CSM, or First Sergeant may designate additiona limitations.
1-23 STUDENT ROOMS AT NOTIMEWILL A FEMALE ENTER A MALE ROOM OR A

MALE ENTER A FEMALE ROOM. All IRT Element offices are off limitsto students, unless directed
to report by their SGL.

1-24 VISITORS: All vigtswill be scheduled during the lunch and dinner meds. Sponsors mugt cdl
the IRT Element to schedule an gppointment and to confirm students are available and not in training.
Visits by family members and friends are strongly discouraged during the course. If thereis alegitimate
need for such avist, the student must coordinate with the SGL.



1-25 DRESS CODE: The uniform for the duty day isIAW the training schedule. During time given
for persond hygiene, dl studentswill be gppropriately dressed (PT uniform or Bathrobe, not just in
undergarments) when walking to and from showers and latrines.

1-26 WAKE UP AND PERSONAL HYGIENE: Itistheindividua student's responsibility to wake
up. Student leaders will ensure proper time management and that al students have the opportunity for
persond hygiene.

1-27 LIGHTSOUT: Lightsout isin accordance with the training schedule. Students are highly
encouraged to go to bed when lights are turned out. However, smdl lamps may be left on until 2400
hours for those students who wish to sudy, polish boots, or write letters. There will be absolutely no
watching TV, playing of radios, cards, or other games in student rooms after lightsout. Thisis quiet
timefor individud use. If abused, it will be withdrawn.

1-28 TRAINING SUPPORT ACTIVITIES: Training support activities will be used in accordance
with the training schedule.

1-29 PERSONAL TIME: When scheduled, persond time may be used by students to study, relax,
exercise, or vist authorized podt facilities. Students must abide by the off-limits directive (1-22) of this
SOP.

1-30_FOOD AND BEVERAGESIN THE BARRACKS: The consumption of beverages and
food itemsin the IRT Element areais authorized. Beverages are dlowed to be consumed in the
classrooms and billets at SGL’'s discretion.

1-31_SECURITY: Any items not needed during the course must be secured in the sudent’ swall
locker. Student must provide locks.

1-32 FIRE DRILL: When afiredarmis sounded (metal to metd or voice), exit the building
following the posted evacuation plans. Students will assemble, by classes, in the basketball court next
to Bldg. 2120, which overlooks the IRT Element area

1-33 RADIOS: Radios without headphones are not authorized, but may be used during persona time
with earphones/headphones.

1-34 GAMBLING: Therewill be no gambling in the IRT Element areaa any time.

1-35 STANDARDS OF CONDUCT: Students are expected to reflect the Army ethic as sated in
FM 100-1, Chapter 4. The Army ethic conssts of four professond vaues. DUTY,
INTEGRITY, LOYALTY, and SELFLESS SERVICE. Duty and Integrity are governed by the
Uniformed Code of Military Justice. Loydty and Sdlfless Service are vaues that produce pridein
the unit and mission




accomplishment. 'Y ou will be successful in today's Army if you practice the professond Army ethic
required of al students. Lead by example, practice professona ethics, and demongtrate high mord
standards.

a Violations of policy, sandards, or regulaions may result in dismissd from the IRT
Element. Reasons for disciplinary release may result from:

(1) UCMJVidlaions

(2) Vidldions of Standards of Conduct

(3) Vialations of Ingructionsin Student Guide/SOP

(4) Other actionsthat bring discredit upon the United States Army.

1-36 MILITARY COURTESY: The highest gandard of military courtesy will be maintained & al
times.

1-37 END OF COURSE CRITIQUES: ThelRT Element actively encourages student comments
and suggestions which facilitate improvements and meets the needs of the students, and the United
States Army.

1-38 OUT-PROCESSING: Each student will clear with the Commander or designated personnel
prior to departing IRT. All hbillets will be cleaned by the sudentsin order to clear. All IRT Element
equipment, training aids, and reference materials must be returned prior to departure. Students will be
required to Sgn out.




CHAPTER 2
COURSE PREREQUISITES

2-1 REFERENCES:

a. |IAW IRT Course Management Plan.

2-2 APPLICABILITY: Thishandbook appliesto al students attending IRT courses at the 3747"
IRT Element, Grafenwoehr, Germany.

2-3 COURSE PREREQUISITES:

a. Students must have completed Anti- Terrorism Leve 1 training at the website http://at-
awareness.org prior to attending the course. Students must provide a copy of the Certificate of Course
Completion for the AT Levd 1 training during in-processing.

b. Students with military profiles must present acompleted DA Form 3349 during in-processing.
Students with a permanent profile will be digible to attend the course provided they can meet the
minimum dass participation requirements. Students with profiles, which cannot meet the minimum dass
participation requirements, will return to their unit.

c. Students must bring a properly completed Pre- Execution Checklist to in-processing.

d. Students should bring acompleted copy of the Student Information Sheet with them. Having this
completed prior to arriva will assst during in-processing.



CHAPTER 3
STUDENT ADMINISTRATION

3-1 STUDENT CONDUCT: The IRT Element enforces the standards of the United States Army as
prescribed by gppropriate regulations, traditions, and directives. It is the student's responsibility to
maintain these standards during the course of ingtruction and throughout their military career. While on
and off duty, students will maintain high sandards of gppearance and conduct.

3-2 STUDENT ASSIGNM ENT: During in-processing, students receive their billet and platoon
assgnments.

3-3 SMALL GROUP LEADERS: Each group will have two or three Small Group Leaders (SGLS).
The SGLsarethefirg link in the IRT Element chain-of-command. They will assst sudentsin any way

possible.

3-4 BARRACKS: Students will resdein IRT Element billets while atending the course. Student
leadership will coordinate the cleaning of billets and common areas. Any additiona maintenance issues
will be coordinated through the Chain of Command.

3-5 UNIFORMSAND EQUIPMENT:

a. Duty Uniform: The duty uniform isthe BDU/DCU uniform, patrol cap, and black/desert boots.
All uniforms will comply with AR 670-1. Note: Studentswill wear the BDU/DCU uniform with
the patrol cap.

b. Physical Fithess Uniform (PFU): The PFU congists of the Army T-shirt, shorts, swest jacket,
sweatpants and plain white caf length socks (no logo), which are available for purchase at Military
Clothing Sales or issue by unit supply sections.

¢. Minimum Individual Clothing Requirements. Students should see the list of uniform and
equipment requirementsin APPENDIX A of this Guide and SOP.

NOTE: Do not report without the minimum required items. Thetraining schedule indicates
the uniform for each day'straining. ThelRT Element strictly enforces AR 670-1.

(1) Black leather/desert suede boots must be IAW AR 670-1. Hi-Tech bootsare NOT
authorized. During winter months, cold wegather boots are highly recommended.

(2) Any quantity of hot westher or temperate uniforms as long as coat and trousers match.
Materids will not be mixed. (For example, mixture of temperate trousers and hot weather coat.)



3-6 TRAINING SCHEDULE: A copy of the training schedule is posted in each classroom and
will be provided to each student.

3-7 FORMATIONS: All formationswill be in accordance with FM 22-5. All students are required
to be at the first formation of the day for accountability purposes.

3-8 CLASSROOM CONDUCT/STANDARDS:

a. Classrooms:. Studentswill maintain high persond standards in the billets and the classroom.
Each dass will have an area assigned to clean and maintain daily.

(1) StudentsWILL NOT WRITE IN, ON, HIGHLIGHT, OR OTHERWISE
DAMAGE the IRT Element's reference materids, furnishings or equipment.

(2) Bengdert and atentive during classis dso the student’ s respongibility. Students are
subject to counseling for failing to conduct themsalves properly during class. Students unable to remain
dert will stand behind their chairs. Students must maintain military bearing a dl times.

(3) Studentswill not use language that is offengve to other sudents. Students will refrain from
making jokes or remarks of avulgar, rdigious, or discriminatory nature.

b. Outsidethe Classroom: Breaks are scheduled at the end of each period of instruction.
Military bearing is mandatory at dl times. Keegp noise to a minimum when passing from the classroom
to the break or formation aress.

3-9 SAFETY RESPONSIBILITIES: Every student is responsible for promoting safety conscious
habits and complying with safety policies. Safety isan individua, aleader and a command
responsibility. Safety and accident prevention require awareness of dangers and continual aertnessto
minimize dangers and prevent accidents. Daly risk assessments are conducted for dl training.

3-10 SPECIAL INSTRUCTIONS:

a Billetswill be secured when unoccupied, however wal lockers should be secured.
b. Cleaning materiads will be stored in the appropriate Sorage area.
c. All billet lightswill be turned off when rooms are unoccupied.

0. Do not remove or tamper with fire extinguishers a any time unless used for an emergency.



CHAPTER 4

INDIVIDUAL READINESS TRAINING

4-1 GENERAL : This chapter establishes the standards of conduct expected of students while
attending theater gpecific Individua Readiness Training.

4-2 COURSE LENGTH: IRT isanon-MOS specific 7-day pre-mobilization course. Training is
continuous during the course. Students are under the IRT Element's control.

4-3_ OBJECTIVES: TheIndividuad Readiness Training (IRT) is designed to offer deploying
USAREUR Non-Divisond assgned Active, Reserve, Nationd Guard Soldiers, DA Civiliansand
Contract Employees Thegatre Specific training. The training involves classroom ingruction,
demondtrations, wegpons live fire qudification and Stuationd training exercisesin afidd environment.




APPENDIX A

MANDATORY PACKING LIST FORALL IRT PERSONNEL
TO INCLUDE CIVILIANS (if issued the items listed)

PURPOSE: Describe the minimum required items to be brought to the IRT training Ste for each
individud attending IRT.

ITEM QTY REMARKS
Rucksack w/frame 1ea
Bag, duffle 1ea Additional as needed
Bag, waterproof lea
DCU/BDU, complete 2-3 sets |Asrequired for 7 days
Helmet, Kevlar w/cover and band 1ea
Load Bearing Vest/Equipment, complete |1 ea.
Canteen w/cover and cup 2 ea.
Case, Smdl Arms 2ea LBE only
Case, Firgt Aid wifield dressing 1ea
Mask, Protective 1ea w/insarts if gpplicable
Vest, Flak/IBA 1 set
Parka, Gortex 1ea Or Field Jacket
Pants, Gortex 1ea Or Pants, Cold Wesather
Parka, Wet Wesather 1ea Optiona if Gortex Parka packed
Pants, Wet Weather 1ea Optiond if Gortex Pants packed
Liner, Field Jacket lea Seasonal (OCT-MAR)
Boots, Combat L eather/Desert Suede 1 pr.
Boots, Cold Westher 1 pr. Seasona (OCT-MAR)
Overshoes, Wet Weather 1pr.
Gloves, Black leather wiinserts 1 pr.
Badaclava (black ski-mask) 1ea Seasonal (OCT-MAR)
Top, Polypropylene 1ea Seasona (OCT-MAR)
Bottoms, Polypropylene 1ea Seasonal (OCT-MAR)
Gaiter, Neck or Scarf, Wool 1ea Seasonal (OCT-MAR)
Cap, BDU/DCU or Boonie 1ea As appropriate
Socks, Wool (black or green) 7prs.  |Asrequired for 7 days
Underwear 7prs.  |Asrequired for 7 days

Al




Brassere (FEMALES) 3ea Asrequired for 7 days
T-Shirt, Brown 7ea Asrequired for 7 days
Towe, Brown lea

Washcloth, Brown lea

Bag, Seeping, complete lea

Flashlight w/batteries 1lea

Bag, Barracks 1ea

Shoes, Shower 1pr.

Uniform, Physicd Fitness, complete 1 set Optiona

Socks, White cotton 1-2 pr. |Optiond

Cap, Black lea Optiond

Bdt, Reflective (PT) 1ea Optiond

Shoes, Running 1 pr. Optional

Fillow 1lea Optiond

Kit, Boot shine/care 1ea

Kit, Persond Hygiene 1 kit As needed

Lock, Combination or Key 2ea

Clothing, Civilian 1 set Optiondal

Persond Items Optional

Wegpons Cleaning Kit 1 kt

LAUNDRY FACILITIESARE AVAILABLE BUT STUDENTS SHOULD BRING
SUFFICIENT CLOTHING TO MEET A 7-DAY REQUIREMENT.

A2




APPENDIX B

EMERGENCY INFORMATION FOR FAMILIES

TELEPHONE DIRECTORY

DIALING INSTRUCTIONS: From any military DSN, and when diding from any civilian phone, you
must did the Grafenwoehr civilian prefix 09641-454 or 09641-83, then the last four digits. When cdling
from Grafenwoehr loca areaonly dia 83 or 454, then the last four digits.

TO CALL:

From the USA to Germany (474 PrefixX)...ccceceeeeseneeiesereseseeeseesessesens 011-49-9641-454-X XXX
From the USA to Germany (475 PrefiX).....cocoeeeneenenin e 011-49-9641-83-XXXX
From Germany tOthe USA ... 001-Area Code XX X-XXXX

PHONE NUMBERS:

(@707 = 1010 1S3 O L OSSPSR 474-2361
(@707 = 10 1S3 N S 474-2362
1S C SRR 474-2364
F o 0T o T T T P 474-2369
IRT EIement SDNCO........ccciiiiieieieiesiesie sttt ae e ssesbe s sseeeensessessessessessenss 474-2368
AMENTCAN REA CrOSS... ..ottt sttt 475-1760/8330
AMY COMMUNITY SEIVICE......eiieiiieiiierieeee ettt sbe e e e e e s 475-8371/1741
Army EmMergency REES ... 475-6138/7157

E N 1001V 07 O 1 1T ol SR 475-6128
2 F 0= S o o 09641-470
(BT YRS 10 o TR 09641-2814
CREPEL ANNEX......etiieiiti ettt sttt bbb sre e ae e 475-1370/6502
Child DevelOpMENT CENLEN.........ooeeeee et 475-6232
(D= o1z I O 1 o oS USSTSOPRPN 475-1720
D1 0 S YRR 475-7152
FINANCE OFfICR.....viueetiirie ettt b ettt bbb nne s 475-1730
GTA Military POlICE (MP S)....cciiieerieieirieesieeses et 09641-114 or 475-8139/6319

RED CROSS: In case of an emergency or adegth in the family, the IRT Element recommends that
relatives notify their local Red Cross. Inform them of the emergency and have them forward the
information to the Red Cross in Grafenwoehr, Germany or the IRT Element emergency number.
IMPORTANT: Using the above procedures will speed up the natification process.
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